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May 1,2009

The Honorable Nestor Garcia, Chair
and Members of the Budget Committee

Honolulu City Council
530 South King Street, Room 202
Honolulu, Hawaii 96813

Dear Chair Garcia and Councilmembers:

Subject: Budget Communication 8

Council Budget Hearing Question 2.a) and 2.b)

This is in response to Budget Committee questions of March 23, 2009, regarding

the Department of Budget and Fiscal Services.

Question 2.a) Please provide any policy or guideline given to the departments
with regard to the leasing or renegotiation of office space, and the impact the
new state law that caps the percentage of space rented for government purposes
has on that policy.

Answer If departments have a need for additional office space, they are to evaluate
their existing office space to see if they are able to internally reallocate space to
accommodate new operational needs. If their needs exceed their assigned space, the
agency submits a request to the Department of Design and Construction (DDC). DDC
reviews the agency’s need for space and seeks City owned office space, or if
unavailable, leased space. The policy and procedures regarding the City’s lease of
office space are detailed in the attached Administrative Directive 386. The City’s
current leases do not violate the new State law that caps the percentage of space
rented for government purposes.
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Question 2.b) Please explain why the Transit fund is not charged an
administrative fee?

Answer The Administration is reviewing the application of CASE to the Transit Fund.
Expenditures from this new fund only began recently, and we are evaluating the extent
to which the Rapid Transit program will impact other City agencies’ workload. With this
evaluation, we would be able to determine the level of CASE to apply to the Transit
Fund.

Should you have any questions, please feel free to call

RM/DC:sk

Attachment

APPROVED:

Kirk W. Caldwell
Managing Director

Sincerely,

Ill
Di~
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SubjectNo. 386 EffectiveDate: 02/06/09

Subject
LEASE OFOFFICESPACEAND PARKING SPACEBY THE CITY

SubjectMatterExpert
BFS

Reference
ManagingDirector’sMemo,December29, 2006

Purpose
To provideguidanceto departmentsand agencieswhenthe City, as a lessee,rentsoffice
spaceand parking space. Also, to assign the coordinationof office spaceleasesto the
Departmentof DesignandConstruction(DDC) andparkingspaceleasesto theDepartment
of Facility Maintenance(DFM).

This policy appliesto all executivebranchagencies,excepttheBoardofWaterSupply.

POLICY

All agreementsand contractsto leaseoffice spaceor parking stalls will require
approvalby themanagingdirector,prior to commitmentandexecution.

Office spaceandparkingleasesgenerallyrequiremulti-yearcommitmentsoffunding
that involve substantialamountsofCity resources.To bettercoordinate,manage,and
controltheleasesthemanagingdirectoris designatingthat:

1. The DDC director or designeeis responsibleto plan and managethe leaseof
office spaceas well asthe utilization ofCity-ownedoffice space,and

2. The DFM directoror designeeis responsibleto plan and manageall leasesof
parking spaceas well as the utilization of City-owned parking space,with the
exceptionof theNeal S. Blaisdell CenterandHonoluluPolice Department(HPD)
Main Stationparkinglots. TheDepartmentof EnterpriseServices(DES)director
is responsibleto plan and manageemployeeparking at the Neal S. Blaisdell
Center. The managementof parking spacefor HPD is under the jurisdiction of
thechiefof police.

3. The departmentiagencyoccupying the office space and/or parking space is
responsibleto budgetandmaketimely paymentsfor the leaserental costsandall
other associated costs, such as common area maintenance, utilities,
telecommunication,andrelatedequipmentcosts.

Employeesauthorizedto useparkingspacesat City-ownedparkinglots operatedby a
managementcompanyor atleasedcommercialparkinglots arc to paytheparkingfee
asprovidedby theparkingscheduleusedat City operatedparkinglots. Theparking

http://cityfyi/fin/admindir/386.htm 4/17/2009
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fee will be collected from the employeevia payroll deductionin accordancewith
Administrative Directive 387, Employee Parking at a City-owned Parking Lot
Operatedby aManagementCompanyorata CommercialParkingLot.

II. PROCEDURES

A. All requestsby a department/agencyto leaseoffice spaceand/orparking space

will be reviewedasfollows: (i~xbihitl-SampleRequest)

1. The department/agencyis to submita requestto leaseoffice spaceto DDC

anda requestto leaseparkingspaceto DFM.

a. Eachrequestis to includea full explanation,justification andstatementof

annualcostsfor the leaseof officespaceand/orparkingspace.

b. Any requestfor the leaseof parkingspaceis to alsoincludethe employee
name(s)andposition(s)that will be using theparking stall(s)andindicate
if any oftheparkingwill be subsidizedby theCity.

c. If an office spaceleaseincludesparking, a combinedrequestshould be
submittedto both DDC andDFM simultaneously.

2. The DDC directoror designeewill performan assessmentof the requestand
makearecommendationfor the leaseofoffice space.

3. The DFM director or designeewill perform an assessmentand make a
recommendationfor theleaseof parkingspace.

4. TherespectiveBFSfiscal officer will reviewandcertif~’fundsavailability for
all leasesof officespaceand/orparkingspace.

5. The BFS directorwill reviewtherequestandmakea recommendationfor the
leaseof office spaceand/orparkingspace.

6. The requestto leaseoffice spaceand/orparking spacewill be sent to the
managingdirectorfor final approval,prior to commitmentand executionof

the lease.

B. For office spaceleasesthat includeparking,DDC will sendDFM acopy of the
executedleasethat includesthenumberof parkingstall(s).

1. DFM will maintainan inventoly of all leaseswith an option to leaseparking
spaceandwill contacttherequestingdepartment/agencyto confirm theirplans
on leasingandusing theparkingspace.

a. If a department/agencylaterdecidesto usetheparkingspacesprovidedin
the lease,a request is to be sent directly to DFM for evaluation. If
approved,thedepartment/agencywill makearrangementsdirectly with the
parkingvendorto leasetheapprovednumberof stalls,

b. For employeeuseof leasedparking space,DFM will coordinatewith the
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employee’sdepartment/agencyto havethe employeecompletea revocable
permitto authorizepayroll deductionsfor theparkingfees.
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